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ACCESSING CM/ECF

The CM/ECF System is a web based software program. CM/ECF court users
process cases through the federal courts’ restricted intranet, while attorneys and
other public users will submit pleadings and view case data from the internet.
Both court and external users have different levels of access to screens via
menu selections and functionality according to their needs.

Step 1: Open Netscape Navigator or Internet Explorer (Figure 1)
i USs Bankruptcy Court - ¥T - Microsoft Internet Explorer -0 i
File Edit ‘iew Favorites Tools  Help ;'f
% Al AL : ] ; 5 »
* | L | ! £9 *

@ Back \ﬂ @ f ‘ /- Search k}{ Favorites @Medla \QI ‘ =

Address I@j Hietp: e, vt Lscaurts gav) j GD Links
Figure 1

To access the court web site, open Netscape Navigator or Internet Explorer and
enter the URL (address) of the court’s website www.vtb.uscourts.gov in the
browser’s Address field. Familiarity with browser navigation and functionality is
recommended for successful and efficient use of this system.
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Step 2: Select CM/ECF Online Filing (Figure 2)
3 Us Bankruptcy Court - ¥T - Microsoft Internet Explorer - | O |i|
File Edit ‘iew Favorites Tools Help | ;','
J Back - @ - \ﬂ ﬂ /\J Search “:1'\}’ Favorites wMedia @3‘ ’. - }
Address I@ httpe f v, wkb, uscourt s govy j Go | Links
Calendar
Home e L0 i Caltf-:;dar CM’ECP Legal E)lll:ea: Court  Employment £
Page % aslc_?:dl.ﬂe Courtroom = Fesources (471K Decisions Oppertunties g;l_tz LRI
Creators Hearines ﬂ% EDE) -

UNITED STATES
BANKRUPTCY COURT
District of Vermont

i

67 Merchants Row

P.O. Box 6648

Rutland, VT 05702-6648
Directiong and Map

Figure 2

| »

This will take you to the CM/ECF home page from which you can access various

forms and information relation to the electronic case filing system.
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Step 3:

Select the Appropriate Database (Figure 3)

’a Us Bankruptcy Court - ¥T - Microsoft Internet Explorer = I O Iil
File  Edit  Wiew Favorites  Tools  Help | ;"
G Back - J - IiLI IELI f ;\J | /7 ) Search ‘:‘\'/ Favorites er Media Q‘} | <] = \_,;_ E -
Address I@ http: ffwea, vkb . uscourts. gavw) ;I G0 | Links **
Calendar
Home fex How calfzr;dar CLECE Legal ;c:lfeai Court Employment £l
Page Me—hng_}g % Courtroom Pnlme Eescurces (471K Decisions Cpportumbes ;lu_ts ECFE AR
o 2HEANE THeang, TS PDF) ==

CM/ECF

Please refer to this page frequentdy to receive information regarding the implementation of
the new Case Management/Electronic Case Filing system.

District of Vermont CMIECE Live Database

Newsletters CMECF Tutorial Frequently Asked Questions
CM/ECF Readiness Survey VT CM/ECF R egiztration Declaration RE: Flectronie
Form Filine

All Attorneys must complete both the CMNUECEF Readiness Smrvey and the VI CMUECF
Attorney Registration Form prior to enrolliment in CNL'ECF.

Figure 3

A training version of the system is provided for practice purposes. It is strongly
recommended that participants take advantage of filing documents in the training
database before filing a document in the “live” database.

NOTE:

A different set of logins and passwords are issued for the “Training and
“Live” systems
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Step 4: Select Appropriate Database Again (Figure 4)

— o] x|

'a ShowIndex - Microsoft Internet Explorer

File  Edit “iew Fawvorites Tools  Help

| &

.J Back - _\_) - |ﬂ Iﬂ 7:‘1 | /_‘ Search ;¢ Favorites wMedia €}| - k; = J

Address I@_‘] https: ffeck. vib. uscourts. gow)

LI GD |L|nks >

Welcome to the U5 Banlauptcey Cowrt for the Digtrict of Vermont

District of Vermont - Document Filing Svatemn
Disztrict of Venmont Traimming Database - Docunent Filing Svstem

-

21Tanuary 2003

Figure 4

The system requires you to select either the “Live” or “Training database again.
This helps insure that documents do not get filed in the wrong database.
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Step 5: Login to CM/ECF (Figure 5)

=8l ¥TB Training Database Area - login - Microsoft Internet Explorer [ — 1Ol
|_a»
.~

File Edit e Favorites Tools Help

A

GBa(k > I_LI IELI _;‘J | /-" Search \:j\’/ Favorites @ Media -6-?| - = - >

Address [(@] htps: ffect-train vth, uscourts. aovicar binflogin. ol | B3 |unes

ECF/PACER Login |

MNotice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the 1.5, Code . All activities and
access attempts are logged

Instructions

Enter vour ECF login and password for electronic filing capabhbilities. If yvou do not need
filing capabilities, enter yvour PACER login and password. If vou do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at httpfpacer psc uscourts govw or call the PACER Service Center at (S00) 676-
G856 or (210) 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1995 session, will be assessed for access to this service. All
inquiries will be charged to vour PACER login that is kept on file. If you do not need
filing capabilities, enter yvour FPACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty twwo alphanumeric characters long.

3 Column Mailing Labels

3 Column kailing Labels are now formatted correctly for label printing. The file for
printing will be a PDF file. When printing the matrix on labels, make sure the print
option "Fit to FPage" is NOT checled

To access 2 Column MMailing Labels, go to "Reports" and select "hMailing Labels by
Zase". For "Print format”, select "3 col PDF"

Authentication

Login: [
Password: |

client code: |

Login I Clear I

AP ECF has been tested and worikss correctiy with Netscape J.0x, Netscape 4.7x and hiternet
Explorer 5.5.

Figure 5

You will use two sets of logins and passwords: one for CM/ECF filing and the
other for Public Access to Electronic Records (PACER) access for queries and
reports. Initially you will enter your CM/ECF login and password which has been
issued by the court. This login and password allows electronic filing of
documents, but not access to reports and queries. For these functions, you will
need a PACER login and password. This is covered in more detail on the next

page.

NOTE: The registered user’s login and password is the electronic
equivalent of their signature pursuant to Vt. LBR 9011-1(c)
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Your login and password fields are case sensitive. A login of martk cannot be
entered as MARTK or MartK.

The client code field is optional and is designed for PACER users to associate
PACER activity to a specific client.

This login screen will subsequently appear when users select any report or query
selection from a CM/ECF menu. You must supply a login and password
provided by the PACER Billing Center to access reports or queries. The PACER
program charges 7¢ per page to view, save or print a document or report.
PACER information and registration is available at http://pacer.psc.uscourts.gov/.

Step 6: The CM/ECF Main Menu screen displays (Figure 6)

“=3l ¥TE Training Database Area - Microsoft Internet Explorer . = I O I > I

File Edit Wisw Favarites Tonals Help | o

Dk - ©) - [x] [&] @ | ) Search ' Favortes A Media {g‘x”\| ENE=R

address [&] https:jfecf-train. vth. uscourts. govicgi-binflogin. pl7 4608999304 1 9922-L_20_0-1

EE F Bankruptcy . Adversary + QOuery + Reports -+ Utilities =«

Logout

U.S. Bankruptcy Court
District of Vermont Training Database

Official Court Electronic Document Filing System

Thiz facility iz for Official Cowrt Business only. Activity fo and frfom this site iz logged. Document
Filings on thiz system are subject fo Federal Rule of Civil Frocedure 11 and Federal Fule of
Beankriptcy Procedure 20101, Bvidence of unauthorized or criminal activity will be jorwarded fo
the appropriate law enforcement officials under 1 8UDCI52 and 3571,

WVWelcome to the U S, Banlauptcey Cowrt for the District of WVermont Training Databasze Flectronic
Docmnent Filing System. This service ig for attorneys and firms participating in the electronic filing
systenm.

The most recent version of the Netzcape browser and the Adobe PDF reader can be obtamed by
zelecting the Metsoape/ P DF Settings option listed below.

Y ou should become familiar with the navigational capabilities of vour Netzcape browser. Most
screen digplays in this system are split to provide a small top frame for Netzcape. Review
MNetzcape's frane capability for new navigation tips.

Figure 6
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Access to the various modules is provided by the blue Main Menu Bar at the top
of the screen (Figure 6a). Each selection is a hyperlink to another set of options
or hyperlinks allowing participants to file documents, query, view or print a docket
sheet, generate reports or maintain their accounts.

: .‘
UECF Bankruptcy »  Adversary o+ Query + Reports + Utiities + Logout 9

Figure 6a

This menu is also used to exit the system. The preferred method to exit the
CM/ECEF is to click on the Logout hyperlink on the CM/ECF Main Menu Bar.
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All CM/ECF users will be issued an account with a user login and password. The

CM/ECF
MAINTAIN USER ACCOUNTS

CM/ECF login provides registered users the ability to submit pleadings
electronically to the court. Public users (attorneys and creditors) must also log

nto PACER to inquire on cases or look at reports. Existing PACER logins and

passwords will be accepted.

Using the Maintain your ECF Account menu, you can access and update your
own name, mailing and e-mail addresses, phone and fax number and password.
You can therefore control the accuracy of your own information in a timely
manner.

This module explains how you can update:

. User name address and other data
. E-mail information

. electronic noticing preferences

. user passwords

Select Utilities (Figure 1)

'a ¥TB Training Database Area - Microsoft Internet Explorer — I ol | X I

File Edit %iew Favorites Tools Help | L]

QBack - O - I_LI \ELI ;‘] | /._\’ Search \:“\7’ Favaorites @Media 6‘“{ | - ‘.115‘ — -

Address |:§'| hitps jieck-train, vtb .uscourts. govjcgi-bin/login. pl?644924 12841 7969-L_20_0-1 | Go

EE F Bankruptcy +  Adwversary + Query - Reports -« Ut‘kities + Logout

Figure 1

Select Utilities from the Main CM/ECF menu.
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CREDITOR’S MANUAL Page 8




Step 2:

Select Maintain Your ECF Accounts (Figure 2).

b3 N
UECF Bankruptcy + Adversary o Query » Reports « Utilities « Logout ?

Ttilities
Yomr Account Miscellaneous
CMECF Logim Legal Research ...
Change Your Client Code Mailingg. ..

Change Your PACER. Account
I&-IaintainnlYmu' ECF Account
Review Lilling History

View PACER Account Information

Figure 2
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How to Convert a Document to PDF
(Portable Document Format)

All documents filed with the court through CM/ECF must be converted to PDF.

For documents that you create in your office using word processing software, the
procedure will closely follow the example given here. For documents from another
source that must be scanned into the system (i.e. mortgages, titles, purchase and sale
agreements), refer to the documentation provided with your scanner hardware and/or

software.
The following example is done using WordPerfect, but most word processing

software will follow a similar procedure. If your does not, contact the vendor’s user

support.

Step 1:

Create a document (figure 1)

* wordPerfect 10 - C:4temp', DCRO008.wpd

mFila Edit View Insert Format Table Tools Window  Help

_ o] x|
==l x]

NDEEHS L EBo o |  -As- E-S-5-E- 0X-%80 3 «9

[Times Hew Raman =l zlm r U - = - AS - zhones ﬂ|fﬂ:‘ﬁf|’:§'v » - "‘?Ev|| |
| S T T S S S S |

s 1

UNITED STATES BANERUPTCY COURT
FOR THE
DISTRICT OF VERMONT
InRe: )

DEEBY DEBTCOR Case Mo 02-31469

)
Debtor ) Chapter 7
)

NOTICE COF APPEARANCE

The firm of Dewy Nowar Facks, LL C enters its appearance on behalf of Satn’s
Discount Fuels, only in the above-caphoned bankruptey.

DATED at Rutland, Vertmont, this 6th day of January 2003

Sam’s Discount Fuels

By:
MWema Facks, Esq.
Dewy Nowar Facks, LLC
PO Box 55555
Rutland, VT 05702
555-555-5555

Figure 1
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Step 2: Click on the Printer icon on your toolbar (Figure 2).

“®. wordPerfect 10 - Document1

File Edit ‘iew Insert Formakt Table Tools wWindow Help

DS W&

I.ﬁ.rial

Figure 2

3

| B I H'E‘i'l-{wune}

Step 3: The “Print to” dialogue box appears. (Figure 3)

— Destination

Print to HP LaserJekt 5

b ain I Layout | Advanced |

3| d

HF LaserletF
HF Lazerlet 5

Froperties. ..
Printers...
Status...

[ Print ta file

T Pages:

I ame:
Type:
Status: Feady
wihere: LPT1:
Comment:

— Frint Range

(= Full docurnent

T Current page

) Selected ket

{1 Documment summay

Copiesz

MHurnber of copies: 1 ﬁ

@l ol coate

Frint in reverse order

S ettings: | Crefault

j Edit S ettingsz... |

Figure 3

Frirk I

Cloze | Help |

Click on the down arrow on the “Current printer” or “Name” field.
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CREDITOR’S MANUAL

Page 11




Step 4: Select Acrobat PDF Writer from the drop down menu. (Figure 4)

Print to HP LaserJet 5

Ty I Layout | Advanced |

— Deztination

53] 7| x|

[ arne:

HF Lazerlet &

;I Properties... |

Type:
Stakus:
Where:

Comment:

— Print Rangs
s Full dod
i Current
[ Pages:

WY TEESColors Rutland
WWTEESda: |5 Rutland
WWWYTEEShp 4100 Rutland
W TBEIntake Rutland
W TEBEEMkarm_li5 Rutland
SWWWTEERNE 2 Rutland
ST EE N zpzmgr. Rutland
SWWTEEMNTAS-LI4 Rutland
ST BB <2555 Rutland
Licrobat PDFW Tiker
Casztelle Cover Page
Casztelle D Driver
HF Lazerlet 5

M etZF ax

FaperPort

FPaperPort Calor

Printers...
Statuz. ..

[ Print b file

DpigE: 1 ﬁ
[ Eollate

Bverse order

Settings: | D1 efauilt

| Print I

Cloze | Help |

Figure 4

Click [Print]

NOTE:

Be sure to choose Acrobat PDF Writer, not PDF Distiller. Problems
have been associated with trying to upload PDF documents
created with Distiller. If PDF Writer is not one of your options on
this drop down list, Acrobat was not installed properly on your
machine. Instructions for optimal installation are at the end of this

section.
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Step 5: Select the directory where the PDF File will be saved. (Figure 5)

saverprrileas d 1
Sawve in: | I ECF DOCS =] = =% Em-

File narme: IDebb_l,J Debtor Matice of Appearance S awve I
Sawve as bppe: IF"DF file=z [*.PDF) _I' — nce_ll

E dit D'ocument Info. I I “fiew PDF Fil=

Figure 5

Click [Save]. The document is now saved as a PDF document.

TO INSTALL ADOBE ACROBAT

If PDF Writer is not one of your printer options, you will need to uninstall Adobe
Acrobat and re-install it using the “Custom Install” option.

Insert the installation disk and follow the prompts until you come to the Select the
type of Setup screen. Choose “Custom” setup.

Adobe Acrobat 5.0 Setup XI

Click the tpype of Setup pou prefer. then chick Mest

i Typical Frograrm will be installed with the most commmon
optionz. Recommended for most users.

i Compact Frograrm will be inztalled with minirmum required
optionz.
= Custam “au may chooze the optionzs vou veant to install.

Recommended for advanced users.

L

|' D estination Faolder

C:“Frogram Files" A dobeorobat 5.0 Browesze. .. I
< Back I Mext = I Cancel I
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Next select the components you want to install. Be sure the box next to Acrobat PDF

Writer Files is selected.

Adobe Acrobat 5.0 Setup

Select the components yau want to inztall, clear the components

wou do not want bo install.

Components

x|

Acrobat Program Files 50420 kK
Acrobat Distiller Files 21743 K

at PDPwriter Files
Adobe SWVGE Viewer 2.0
[ ] Accessanes 0k

[

— Description

Format file for use with Acrobat.

PDPwiriter iz a printer driver that converts
ary document to a Portable Document

Space Required: 97712 K
Space Available: 313356 K.
< Back [ext = Cancel

Click next and continue following installation prompts.
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Request for Notice

Step 1:Select Bankruptcy on Main menu (Figure 1).

Bankruptcy +  Adversary + CQuery + Reports + Utilities » Logout

Figure 1

Step 2:Select Claim Actions (Figure 2).

+ Adversary + Query « Reports « Utilities « Logout

Bankruptcy Events
Claim Actions
Credzior Maintenance...
File Claims

Figure 2

Step 3:Enter the Case Number (Figure 3).

File a Claim action

Case Number
Joz-10201 00-12345, 1:99-bk-12345 or 1-99-bk-12345

Nextl Clear |

Figure 3

EE F Bankruptcy + Adversary + Query - Reports - Utilities - Logout o_

Click [Next].

USBC-VT
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Step 4: Select Event (Figure 4).

—
Bankruptcy s+ Adversary + OQuery + Reports = Utilities = Logout J.'

File a Claim action

2-10201 Jazon Gould

Feguest far MNotice - Creditar
Transfer of Claim

et I Clear I
Figure 4

Select Request for Notice - Creditor

Click [Next]

Step 5: Select the Party screen appears (Figure 5).

EE F Bankruptcy - Adversary = Query =+ Reports = utilities + Logout

File a Claim action:
02-10201 Jason Gould CASE CLOSED on 06/20/2002

Select the Party:

Canney, Jahn B, 1 Add/Create New Party
Gould, Jason [phedb]

ml Clear
Figure Sa

A list of all parties who have appeared in the case displays.

Note: Even if your client is a creditor who has previously
filed a claim, it usually will not appear on this list.
The only parties that appear on this list are those
who have filed a notice of appearance, or a
pleading (motion or responsive pleading).

If your client is listed, click the creditor’s name to highlight it, Then
click [Next]. Proceed to Step 11.

If your client is not listed, click on “Add/Create New Party”.
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Step 6:

Step 7:

Search for a Party Screen Appears (Figure 6).

UE F Bankruptcy + Adversary « Query » Reports « Utilities « Logout o

Search for a party
ssn[ | Taxma|[
Last/Business naimne W
Search | Clear |

Figure 6

This screen allows you to search the court’s database of all parties
who have ever appeared in any case at any time. You usually will
appear in this list.

The Search for A Party Routine requires searching the master party
file to determine if the party to be added is listed in that file. The
most effective way to search for creditors in the database is to
search by name.

To search by name, type the first few letters of a last name or a
company name in the field labeled “Last/Business Name”. You must
type at least two letters, but the more letters typed, the smaller the
resulting list will be. For example, typing “Sm” will retrieve Smith,
Smithe, Smithers, etc. The party search mechanism is case
sensitive so that names must be capitalized. Type “sm” instead of
“Sm”and the search result will be: “No person found.”

The Party Search Results screen is displayed (Figure 7a).

EZEREQCE vty - Acversary - query - moports - umities -

Search for- a panrcy
ss[ 0 Taxzal
LastBusinne ss Inalmme I—
Search | Clear |

a2ty seanrclhh e sults
Acme kdortgage.
Acme FPaint & Glass.

Select name from list | Creote new part |

Figure 7a

Your name search may find more than one record having the same
name. Clicking on each of the names will display a window showing

USBC-VT
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the party’s address information for verification. (Figure 7b)

'a fPerson Address} - Microsoft Inl:ern_- t _ I (| I > I

Acmes Paint & Slas=ss

One MNorth Awve .

P.O. Box 221

BEurlington, WT 05402-0%21
LER= Y

Countiy: Chittenden

Figure 7b

Do not worry if your name appears on this list, but at an incorrect
address. You can modify the address (for this case only) on the
following Party Information screen. If the creditor was found, click
[Select name from list] to continue.

Step 8: Party Information screen appears. (Figure 8).
EECF Bankruptcy =+ Adversary + Query +« Reports « Utilities + Logout ?
P arty Information
Acme Paint & Glass  SSN:Unknown Tax Id
Office | Address 1 [PO Box 558555
Address 2 | Address 3 |
Ciity [Burlington State [vT Zip |05402-055555
County | Chittenden =l Country [UsA
Phone | Fax |
F-mail |
ProSe InD 'I Role ICreditDr(cr:cr) |
Party text |
Submitl Cancel I Clearl
Figure 8
Insert or modify your address.
Note: Be sure to change the Role from Debtor to Creditor.
Click [Submit].
USBC-VT
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Step 9: Select the Party screen appears. (Figure 9).

o Je )
UE F Bankruptcy + Adversary + Query » Reports « Utilities « Logout ?

File a Claim action:
02-10201 Jason Gould

Select the Party:

Acme Paint & G . [crer] (B755:1) Add/Create New Party
Cannesy. John R[]
Engelberth Construction, Inc. [ptyicr]

Giould, Jason [pty.dhb]

Neﬁ ! Clear |

Figure 9

The name of the creditor you just added will be highlighted.
Click [Next].

Step 10: Attorney Association screen displays (Figure 10)

UE F Bankruptcy » Adversary - Ouery = Reports « Utilities » Logout o_

File a Claim action:
02-10201 Jason Gould

The following attormey/party azzociations do not exigt for this case.
Pleaze check which asgociations should be created for thiz case:

I Acme Paint & Glass, (pty:cr) represented by Ford, Kathy Creditor (aty)

Mext | Clear |
Figure 10

Check the box, to establish yourself as counsel of record for the

party.
This box appears the first time you file a document on behalf of a

client in a particular case. You will not have to repeat this step in
subsequent filings.
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Step 11: The PDF document screen displays. (Figure 11a).

SECF

File a Claim action:
02-10201 Jason Gould

Select the pdf document (for example: C199cvsS01-21 pdf).
Filenaine

Erowse... I

Attachiments to Documment: ~ No ¢ Yes

p—
Bankruptcy « Adwversary -« OQuery = Reports - Utilities -« Logout ?

Nextl Clear |
Figure 11a

Click [Browse], then navigate to the directory where the appropriate PDF

file is located and select it with your mouse.

To make certain you are about to associate the correct claim file for this entry,
right click on the filename with your mouse and select Open. (See Figure11b.)

[

2)x|

Look in: | ECF DOCS

D ocuments

ﬂ

by Computer

=l = = cF BE-

Eclaim z
T Claim =

Requesk For Maticg
Seleck

P

Scan fFor Yiruses., ..

M Metware Copy...

Qpen With 3
Quick Wiew Plus
Cuick Prink

Send To -

Zuk
Copy

File nare: Create Shortcut

Delete
Renames

Files of twpe:

iea e |

LI Open I
|i=il

Cancel I

2

Figure 11b

Properkties

This will launch the Adobe Acrobat Reader to display the image of the
claim. Verify that it is correct.

USBC-VT
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Close or minimize the Adobe application after verifying the file, then click
on the Open button on the File Upload dialogue box. (See Figure 11c.)

20x

Lock in: | 5 ECF DOCS =] = cF E-

Eclaim =

Claim 3

Reqguest For Mokice

File name: IFiequest far Matice LI [ Open I
Filez of tppe: I,-'l'-,ll Files [=.%] LI ancel |
8

Figure 11c¢

The PDF Document screen will reappear displaying the complete path of
the associated PDF document that was selected. (Figure 11d).

= C s
F Bankruptcy -+ Adversary -+ Query = Reports « Utilities + Logout '__3
File

a Claim action:
02-10201 Jason Gould

Select the pdf document (for example: C199cvS01-21 . pdf).
Filenaane

IF:\CIerks\kaf\ECF DOoOCS\Request for Notic Browse. . I
Adctachmments to Documnent: & No & Yes

MMext I Clear I

Figure 11d

Click [Next]
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Step 12: Modify Docket Text Box is displayed (Figure 12).

ZEEC 5
UE F Bankruptcy + Adversary -+ Query = Reports « Utilities = Logout o

File a Claim action:
02-10201 Jason Gould

Docket Text: Modify as Appropriate.
Notice of Appearance and Request for Notice

| Filed by Acme Paint & Glass . (Ford,
Kathy Creditor)

[RI=25 I Clear I
Figure 12

If appropriate, enter any necessary text in the free text box. This is
usually not necessary.

Click [Next].

Step 13: The FINAL TEXT EDITING screen will display next (Figure 13)

=
EE F Bankruptcy - Adwversary - Query - Reports - Utilities - Logout '_,
File a Claim action:
02-10201 Jason Gould

Docket Text: Final Text

Notice of Appearance and Request for Notice Filed by
Acme Paint & Glass. (Ford., Kathy Creditor)

Adtention!! Submitting this screen cominits this (ransaction.
Aon will have no further opportumnity to o dify this submission
if yowu continume.

Croe |

Figure 13

Carefully verify the final docket text. This is your last chance to

change this entry before it becomes an official part of the case
record.

If the final docket text is incorrect:
Click the browser [Back] button to find the screen to be modified.

To abort or restart the transaction, click the Bankruptcy hypertext
link on the Menu Bar.

If correct, click [Next].
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Step 14 Notice of Electronic Filing Screen Displays (Figure 14).

EECF Bankruptcy + Adversary « Query + Reports « Utilities « Logout

File a Claim action: =
02-10201 Jason Gould

Notice of Electronic Filing

The following transaction was received from Ford, Kathy Creditor entered on
2/13/2003 at 11:28 AM EST and filed on 2/13/2003

Case Name: Tagon Gould

Case Number: 02-10201

Document Number: 10

Docket Text:
Notice of Appearance and Request for Notice Filed by Acme Pamt & Glass. (Ford,
Kathy Creditor)

The following document(s) are associated with this transaction:

Document description:Main Document

Original filename:F:/Clerks/kaf ECF DOCS/Request for Nofice. pdf

Flectronic docnment Stamp:

[STAMP VIBStamp ID=9§3309675 [Date=2/13/2003] [FileNumber=7231-0] [23b
eff2a80bdd527600e42¢c20acT781318dtdadac00824d9910ed62628a2b1a3950a37cod
ye0al 5894¢812e34256137700d0dd35c6dbo97 e64be202763ect374]]

02-10201 Notice will be electronically mailed to:

02-10201 Notice will not be electronically mailed to:

Figure 14
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How to File a Proof of Claim

In preparing a proof of claim in PDF format, review the instructions in “How
to Convert a Document to PDF

Prepare the proof of claim and format it as a PDF document. If the proof of
claim amends a proof of claim already filed, review the claims register to determine
the claim number of the proof of claim being amended, which is useful information
to be entered when filing the claim. The filing process is relatively straight forward.

Step 1 After entering the CM/ECF Document Filing System, select Bankruptcy
from the blue menu bar.

Step 2 Select File Claims from the menu.

Step 3 Enter the case number of the case in which you are filing a proof of

claim, as shown in Figure 1. Do not type in the name of a creditor and
do not change the Type of creditor field. Click on “next.”

Search for Creditor

Case Mumber |9?—8?654

Mame of creditor |

Type of creditor ICreditor 'l
Mext | Clear |

Figure 1
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Step 4

Step 5

The next screenis shown in Figure 2. First, examine the Debtor’s name
to the right of the case number to be sure you have selected the correct
case. If the name of the Debtor is incorrect, click the Back button and
re-enter the case number. If the case is the one desired, click on the
down arrow V to reveal the list of creditors, which is derived from the
creditor mailing matrix. That a creditor’s name appears on the list does
not mean that the creditor has filed a proof of claim.

Select a Creditor for Claim

Case 97-87654-sweo: Zir Francis Drake

14 - AMERICAN EXPEESS OPTIMA - POB 2973584 FT LALIDERDALE FL 33329

Add Creditor

et | Clear |

Figure 2

Scroll down the list, as shown in Figure 3, to determine if creditor for
which the proof of claim is to be filed is on the list. Names on the list
are in alphabetical order by the first names of the creditors. This
means that Joe Smith will appear under “J,” not “S.” If the creditor for
which you wish to file a proof of claim is on the list, click on that name
in the drop-down list. Like suitcases on an airport carousel, creditor
names are often similar, so that it is important not to jump at the first
appearance of a name without reviewing the entire list.

Because the list is generated in large part from the mailing matrix filed
by the Debtor, the address for a particular creditor may not be the one
the creditor prefers for notices and distributions with respect to a proof
of claim. Nonetheless, if you are sure that the creditor is on the list,
select the creditor even if the name or address is incorrect. You will
have an opportunity to have corrections made by making a notation to
that effect on a subsequent screen as explained below in Step 8. After
highlighting the creditor, click on Next and proceed to Step 7.

If the creditor’s name is not on the list, click on a blank part of the
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screen to collapse the pull-down list to return to the screen as it
appears in Figure 2, and then click on “Add Creditor.” Then proceed to

Step 6.

Select a Creditor for Claim

Clase @T7-8T765d -swo: Sir Francis Diralke
14 - AMERICAR EXPRESS OPTIMA - POB 297884 FT LALIDERDALE, FL 33329 v|

14 - AMERICAN EXPRESS OPTIMMA - POB 207584 FT LAUDERDALE, FL 33329
15 - ATET UMMNWERSAL CARD - POB 44167 JACKSOMNYILLE . FLA 32231
CHING CHIHHSIEH WILSOR - 860 10TH AWENMUE MEWY Y ORK, WY
; Ly

Dok AL D S5 SIS0 - SE0 T0TH AMSERLIE FMEYY S OR

FIRST UsSA MASTERCARD - POEB S650 WWILMIMNGTOR DE 1958589

Ghi CARD - POB SO032 SALIMNAS, CA 93912-00382

18 - HOUSEHOLD FIMNARCE CARD - 15 MAIDER LARE RMEWY YORK, MY 10035
MEMAS AMERICA - FPOB 15026 »WILRMIMNGTOR, DE 19550

2635 - Second Mational Bank - 123 kMain Street Anytown, Georgia 30305

13 -

2

Figure 3

Step 6 If the creditor is not in the pull-down list, clicking on “Add Creditor” will
take you to the screen shown in Figure 4. Be sure the case number is

correct and click on Next.
Creditor Processing

Case Number
00.12345, 1:90.hk-12345 or 1-99-bk-12345

[p7-a7654

Mext | Clear |

Figure 4
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The screen shown in Figure 5 will appear.
Add Creditor{s)

Case 97-87654-swc already contains creditors!
Case numher 97-87654-gwe Sir Francis Drake

Name |Dot Com, Inec.

Address 1 |123 Internet EBlwd.

Address2 [Firewire, Ga. 30099

Address 3 |

Address 4 |

Address 5 |

Type ICred\tor 'l

Creditor committee & No © Yes
& Contiue To Enter © Last Entry

Figure 5

Check the case name just above the field for the creditor’s name to be
sure that the case number was entered correctly on the previous
screen. Fill out the address form, taking care to spell the name of the
creditor correctly, including correct capitalization and to enter the
correct address, which should be the address shown in the section of
the proof of claim labeled “Name and address where notices should be
sent.” Do not change the Type field, which defaults to “Creditor” or the
Creditor committee field which defaults to “no.” However, you must
click on the radio button to the left of “Last Entry.” If you forget you
will get another screen that looks like the one in Figure 5 (without the
blanks filled in). In that event, click on the Back button and then click
on the Last Entry radio button. Double check the information and if
correct, click on Next, which will take you to the screen shown in
Figure 6, which will confirm that one creditor has been entered and is
to be added to the creditor list.

Add Creditor(s)

Total Creditors Entered 1

Figure 6
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Click the Submit button shown in Figure 6 to add the creditor. On the Creditor
Receipt screen shown in Figure 7, click on “File a proof of claim.” You will
then be returned to the screen shown in Figure 1. Proceed as indicated in
Step 3. The creditor you added will be in the pull-down list on the screen
shownin Figure 3. After selecting the creditor, as indicated in Step 5, you will
reach Step 7.

Step 7

Creditors Receipt

Case MNumber 97-87654
Total Creditors Added to Database |1

File & Proof Of Claim

Eeturn To Creditor Maintenance Menu

Figure 7

The next screen is shown in Figure 8. If the claim amends a previously
filed claim, type in the earlier claim number in the “Amends Claim” box
on the firstline. Change “Filed By” selection to “Attorney” or”’Creditor”
as appropriate. Do not make any change in the, Late and Status fields.
Enter the amounts of the claim broken down by type of claim, as shown
on the proof of claim. The Total (Display Only) field will automatically
total the amounts entered in the Unsecured, Secured and Priority
Fields, and the Total should equal the amount of the claim on the
petition date shown in section 4 of Official Form 10 (the proof of claim
form). If the priority portion of the claim is secured in whole or in part,
do not augment the secured portion in the Secured field, which should
be limited to non-priority secured claims. You may note in the Remarks
field at the bottom that some or all of the priority claim is secured. If
the name or address shown at the top of the information form is
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incorrect or incomplete, add the words CORRECTION” in solid caps at
the beginning of the Remarks field. Make sure that on the proof of
claim form, the corrected name and/or address is shown in the section
labeled “Name and address where notices should be sent” and check
the box adjacent to the words “Check box if address differs . . .”
Double check the information you have provided, and when correct,
click on Next.

Proof Of Claim Information For

3942 - Dot Com, Inc.
123 Internet Blvd.
Firewire, Ga. 30099

. Amends Clam # Filed By:
Casze Mumber: 97-87654-swc Claim No: "— Duplicates Claim #: lm
: Last Date To File{Govt): ;
Last Date To File: 02/02/1999 01281999 Date Filed: 04/25/2001 Late IND vl Status: I 'I
Amount Claimed
TUnzecured Secured Prionty Unknow Total (Display Only)

L 1 | L1 | L1 | 1

Description:

Remarlks:

Figure 8

Step 8

Amount Allowed
Total (Display Crly)

The next screen is the Choose Main PDF File Routine. Browse and
select the PDF document that is the proof of claim. Add attachments
if necessary. THIS IS THE LAST SCREEN BEFORE THE PROOF OF
CLAIM WILL BE FILED. Click on Next to file the proof of claim. The
following and last screen will be the Notice of Electronic Filing Routine.

USBC-VT

CREDITOR’S MANUAL Page 29



Note:

Step 1:

Step 2:

TRANSFER OF CLAIMS

Filing a Transfer of Claims or a Joint Notice of Transfer of Claims is a
two part process. First you must file the Notice on the court docket
sheet, then you must file the same notice a second time as an
Amended Proof of Claim amending the proof of claim previously filed
by the transferor. Both parts of this process are outlined below.

Select Bankruptcy on Main menu (Figure 1).

EECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Figure 9

Select Claim Actions (Figure 2).

Adversary + (uery s Reports + Utilities s+ Logout

Bankiuptcy Events

Claim Actions
Cred.ior Maimntenance..
File Claims

Figure 2

USBC-VT

CREDITOR’S MANUAL Page 30



Step 3:

Step 4:

Enter the Case Number (Figure 3).

File a Claim action

Case Number

Nextl Clear |

Figure 3

EE F Bankruptcy +« Adwversary + Query -

Reports «

joz-102m 09-12345, 1:99-bk-12345 or 1-99-bk-12345

Utilities

Logout

Click [Next].

Select Event (Figure 4).

File a Claim action

02-10201 Jason Gould

Expungement®ithdrawal of Claim
\Fieguest for Natice - Craditor
i Transfer of Claim

Mext | Clear |

Figure 4

EE F Bankruptcy . Adversary + Query =

Reports

Utilities  «

Logout

Select Transfer of Claim
Click [Next]
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Step 5: Select the Party screen appears (Figure 5).

EE F Bankruptcy - Adversary - Query - - Utilities + Logout

File a Claim action:
02-10201 Jason Gould CASE CLOSED on 06/20/2002

Select the Party:

Canney. John b e Add/Create New Party
Gould, Jason [phedi]

M Clear
Figure 5a

A list of all parties who have appeared in the case displays.

Note: Even if your client is a creditor who has previously
filed a claim, it usually will not appear on this list.
The only parties that appear on this list are those
who have filed a notice of appearance, or a
pleading (motion or responsive pleading).

If your client is listed, click the creditor’s name to highlight it, Then
click [Next]. Proceed to step

If your client is not listed, click on “Add/Create New Party”.
Step 6: Search for a Party Screen Appears (Figure 6).

_

EE F Bankruptcy + Adversary « Query » Reports « Utilities « Logout ?

Search for a party

SSN | Tax Id |
Last/Business naimne |Acme|
Search | Clear |

Figure 6
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Step 7:

This screen allows you to search the court’s database of all parties
who have ever appeared in any case at any time. You usually will
appear in this list.

The Search for A Party Routine requires searching the master party
file to determine if the party to be added is listed in that file. The
most effective way to search for creditors in the database is to
search by name.

To search by name, type the first few letters of a last name or a
company name in the field labeled “Last/Business Name.” You must
type at least two letters, but the more letters typed, the smaller the
resulting list will be. For example, typing “Sm” will retrieve Smith,
Smithe, Smithers, etc. The party search mechanism is case
sensitive so that names must be capitalized. Type “sm” instead of
“Sm”and the search result will be: “No person found.”

The Party Search Results screen is displayed (Figure 7a).

pe—y
= Reports - Utilities « Logout "7=_

Search forr a party
ssa|[ | Taxial
Last/Business mailmne I—
Search I Clear I

oty searlch results
Acme kMMorgage.
Acme FPaint & Glass,

Select name fram list I Create new par I

Figure 7a

Your name search may find more than one record having the same
name. Clicking on each of the names will display a window showing
the party’s address information for verification. (Figure 7b)
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— =] =]

Acmes Paint & Slas=ss

One MNorth Awve .

P.O. Box 221

BEurlington, WT 05402-0%21
LER= Y

Countiy: Chittenden

Figure 7b

Do not worry if your name appears on this list, but at an incorrect
address. You can modify the address (for this case only) on the
following Party Information screen. If the creditor was found, click
[Select name from list] to continue.

Step 8: Party Information screen appears. (Figure 8).
EECF Bankruptcy =+ Adversary + Query +« Reports « Utilities + Logout ?
P arty Information
Acme Paint & Glass  SSN:Unknown Tax Id
Office | Address 1 [PO Box 558555
Address 2 | Address 3 |
Ciity [Burlington State [vT Zip |05402-055555
County | Chittenden =l Country [UsA
Phone | Fax |
F-mail |
ProSe InD 'I Role ICreditDr(cr:cr) |
Party text |
Submitl Cancel I Clearl
Figure 8
Insert or modify your address.
Note: Be sure to change the Role from Debtor to Creditor.
Click [Submit].
USBC-VT
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Step 9:

Step 10:

Select the Party screen appears. (Figure 9).

ZEC )
UE F Bankruptcy -« Adversary « Query - Reports - Utilities +« Logout ?

File a Claim action:
02-10201 Jason Gould

Select the Party:
cricr] (B755:1) Add/Create New Party

Actme Paint & Glass,
Canney, John R[]
Engelberth Construction, Inc. [phicr]
Gould. Jason [phy:dh]

Nefi! Clear |

Figure 9

The name of the creditor you just added will be highlighted.

Click [Next].

Attorney Association screen displays (Figure 10)

The following attormey/party azzociations do not exigt for this case.
Pleaze check which asgociations should be created for thiz case:

I Acme Paint & Glass, (pty:cr) represented by Ford, Kathy Creditor (aty)

Mext | Clear |

Figure 10

ZEC )
UE F Bankruptcy » Adversary - Ouery = Reports « Utilities » Logout o_

File a Claim action:
02-10201 Jason Gould

Page 35
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Check the box, to establish yourself as counsel of record for the
party.

This box appears the first time you file a document on behalf of a
client in a particular case. You will not have to repeat this step in
subsequent filings.

Step 11: The PDF document screen displays. (Figure 11a).

Bankruptcy - Adversary = Query = Reports - Utilities - Logout "_:5

File a Claim action:
02-10201 Jason Gould

Select the pdf document (for example: C:\199cvs01-21 pdf).
Filename

I Bromwse. . I

Attachments to Documment: & No & Yes

et I Clear I
Figure 11a

Click [Browse], then navigate to the directory where the appropriate PDF
file is located and select it with your mouse.

To make certain you are about to associate the correct claim file for this
entry, right click on the filename with your mouse and select Open. (See
Figure11b.)

=

Lock i [ IC= ECF DOCS -1 4= = EEE

{ Motice of Transfe

Seleckt

Print !g

Scan For Wiruses. ..

M Metware Copyt. ..

Cpen Yith »
Cuick Yiews Plus
uick Primk

Send To (3
Cut
Copy
Creake Shorbcut
Delote
File name: [ rename -] Open 1
Filss of type: I Properties -1 Cancel |
T

Figure 11b
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This will launch the Adobe Acrobat Reader to display the image of the
claim. Verify that it is correct.

Close or minimize the Adobe application after verifying the file, then click
on the Open button on the File Upload dialogue box. (See Figure 11c.)

Choose File | s | bad I
Look im: [ ECF DOCS =] = = E3I-
F TransFer
Fil= mame: [MHotice of Tramsfer | [=1=
Files of twpe: [ 20 Files (+.=1 -1 Cance] |
=
.

Figure 11c¢

The PDF Document screen will reappear displaying the complete path of
the associated PDF document that was selected. (Figure 11d).

UE F Bankruptcy -+ Adwversary -+ OQuery = Reports -+ Utilities « Logout ?

File a Claim action:

02-10201 Jason Gould

Select the pdf document (for example: CH199cvs501-21 . pdf).

Filename

IF:'\CIerks'\kaf\ECF DoOCsYyMotice of Transfe Browse . I

Attachanents to Documment: < MNo & Yes

N-eL)d I Clear I

Figure 11d

If you are only filing one transfer of claim, Click [Next] and proceed
to Step 12. If you are filing multiple notices, proceed to Step 11e.
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Step 11e:  Attachments to Document. (Figure 11e).

Some creditors file multiple notices of transfer of claims in the same
case.

If you are doing so, often you will have a separate document for each
claim being transferred. You may file these all at the same time. To
attach additional documents, Click the Yes radio button at the right
of the Attachments to Document prompt. (Figure 11e).

EE F Bankruptcy + Adversary + OQuery + Reports + Utilities + Logout

File a Claim action:
02-10201 Jason Gould

Select the pdf document (for example: CH199¢vi01-21 pdf).
Filename

IF:\CIerks\kaf\ECF DoOCsSYNotice of Transfe Browse. . I
Attachments to Docwmanent: ¢ No & Yes

Ne:dl Clear I

Figure 11e

Click [Next]
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Step 11f: The ATTACHMENT screen displays. (Figure 11f).

=ZEC 2
UE F Bankruptcy + Adversary + Query + Reports « Utilities « Logout o

File a Claim action:
02-10201 Jason Gould

Select one or more attachments.
1) Enter the pdf docummnent that contains attachment (for example: Clappendix. pdf).

Filenamme

I Browse... I

12) Select a document type and/or enter a description.
Type Description

| [~ ||
13) Add the filename to the list box below. If vou have more attaclhunents, go back to Step
1. When the List of filenames iz complete, cliclk on the Next button.

Aol to List
Femowve from List I
MMext I

Figure 91f

There are three steps to the attachment process:

(1)  Click [Browse], then navigate to the drive and directory where
the appropriate PDF file for the proposed order is located and
select it with your mouse.

To make certain you are about to associate the correct PDF
file for this entry, right click on the filename with your mouse
and select Open (figure 11g). This will launch the Adobe
Acrobat Reader to display the contents of the imaged
document.
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2)

"
EE F Bankruptcy - Adversary - Query - Reports - Utilities - Logout ’,

File a Claim action:
02-10201 Jason Gould

Select one or more attachiments.
1) Enter the pdf document that containg attaclunent (for example: Clappendix.pdf).
Filename

I Browse. .. I

12) Select a document type and/or enter a description.
Type Description
I =]
3‘) Add the 1 Choose file o _?Iil 18]
1. When the )

Leok in: [ 3 ECF DOCS =l = &k Ea-

Acd b == Clair Select I

e
Prink

Scan For Wiruses. ..

Femr

M MebWware Copy...

Open With *
Quick View Plus
Quick Prink

Send To 3
Cuk
Copy

ﬁ Create Shaorkeuk
- Delete

File nam Rename ;I I—ID (5
Files of | Properties =1 Cancel |

tAy Computer

Figure 11g

Verify that the document is correct. Close or minimize the Adobe
Acrobat by clicking on the control box in the upper right hand corner
of the window.

You will return to the Chose file window (figure 11¢). Click [Open].

Select Transfer of claim as the attachment type from the drop down
list. (Figure 11h). You are not required to fill in the Description box,
but you may include a more specific identification, such as “Claim
#2", if you wish.
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Filename

)
EECF Bankruptcy « Adversary « Query « Reports « Utilities » Logout ?

File a Claim action:
02-10201 Jason Gould

Select one or ore attachments.
1) Enter the pdf document that contams attachment (for example: C:lappendix pdf).

|F:\,C|erks'\kaﬁ,ECF DOCS\Claim 2.pcf Browse... |

Type

2) Select a document type and/or enter a description.

Description

Index -
List of 20 Largest Creditars
Maotice of Hearing

Maotice of Motian

Motice of Motion under Default
Fropased Crder

Fevisian

Schedule

[]

st box below. If you have more attachments, go back to
1ames 15 complete, click on the Next button.

Figure 11h
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3) You must click [Add to List]. The path and file name are added to the
List box. (See Figure 11i.)

EE F Bankruptcy + Adwversary = Ouery = Reports - Utilities = Logout

File a Claim action:
02-10201 Jason Gould

Select one o Iore attachiments.
1) Enter the pdf document that containg attaclhiment (for example: Clhappendi pdf).

Filename

|| Browse... I

12} Select a document type and/or enter a description.

Type Description

I =l

13) Add the filename to the list box below. If vou have more attaclunents, =zo back to
Step 1. When the Lhist of filenames 1z complete, click on the MNext button.

FAClerks\kahECF DOCSYClaim 2. pdf Al e (L I

Femowe from List I

Mlext %
Figure 91i

It is possible to add multiple transfers of claim at this time by repeating
steps 1 through 3 on this screen.

Once all attachments have been added to this list, Click [Next] to continue
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Step 12: File a Claim Action screen displays. (Figure 12a).

EE F Bankruptcy + Adversary s+ Query + Reports + Utilities + Logout

| »

File a Claim action:
02-10201 Jason Gould

Transter Type © 3001 {(e) 1 & 3001 (e) 2 ¢ 3001 (e} 3 © 3001 (e) 4

| Transferred To: “Acme Paint & Glass

Transferred
From:

| Claim Number: “m—

Transferred
From:

| Claim Number: “14—

Transferred
From:

| Claim Number: “—

Transferred
From:

|Ac:me Siding

Amount; § “1 0,202.00

|Ac:me Roofing

Amount; § “2u,nun.un

Amount: § “

Figure 92a

Fill in the information.

First, select the radio button in front of the appropriate transfer type.
In Figure 12a the transfer type is 3001(e) 2. Note the radio button
selected is the one that precedes 3001(e)2.

In the Transferred To box, type your name.

In the Transferred From box, type the name of the party who is
transferring the claim to you.

In the Claim Number box, type the number of the proof of claim for
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the claim being transferred. If you do not know the claim number,
refer to section of this manual for instructions on how to view the
claims register.

If multiple claims are being transferred, continue listing the claims in
this manner.

Leave the box next to the question: Does this filing refer to an existing
document in this case unchecked. (Figure 12b).

EEC 5
UE F Bankruptcy + Adversary + Ouery = Reports + Utilities +« Logout ?

|T1‘ausfer1‘e(1 From: ||Acme Siding =]

Claiin Mumber: [10

Amount: $ |[To.zoz.o0

Transferred From: [scrme Focofing

Claim Number: |[14 |A111G11ut: kN ||2D,DDD,DD

Transferred From:

Claim Number: |;—‘\111-:r1111t: $ ||

Clann Number:

Amount: § ||

|
|
Transferred From: ||
|
|

Transferred From:

Claiim Number: | |}unouut: % ||

Transterred From: ||

Claiin Mumber: ||

Amount: § ||

Transferred From: ||

Claim NMumber: || |A111G11ut: kN ||

Transterred From: ||

Claim Mumber: || |;—‘\111o1111t: $ ||

Transferred From: ||

Claiin Mumber: ||

Amount: 3 ||

Transferred From: ||

Claim NMumber: || |A111G11ut: kN ||

I~ Does thix filing refer to an existing document in this caze?” (If yves, click on the box)
MNOTE: If the event yvou are docketing i an answer/response, yvou will be prompted on
a subsequent screen for its related motion. Therefore. do not cliclc on this box to
establizh a relationslup to the motion you are answering.

Nﬂ% I Claar I —
Figure 12b

You will create a relationship to the previously filed proof of claim
when you file this as an amended claim (Step 16 Below).

Click [Next].
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Step 13:

Modify Docket Text Box is displayed (Figure 13).

EE F Bankruptcy -« Adversary

+ Query + Reports - Utilities « Logout
File a Claim action:
02-10201 Jason Gould

Docket Text: Modify as Appropriate.

[NETENNE - Transfer of Claim. Transfer Agreement 3001
(e) 2 Transferors:Acme Siding(Claim No.10, Amount
10,202.00);: Acme Roofing(Claimn No.14, Amount 20,000.00)
To Acine Paint & Glass Filed by Acine Paint & Glass .
(Attachments: # (1) Transfer of Claimn)(Ford, Eathy Creditor)

Mext I Clear |

Figure 13

If appropriate, choose a prefix such as Joint from the Prefix pick list.
Click [Next] to continue.

STEP 14 The FINAL TEXT EDITING screen will display next (Figure 14)

EE F Bankruptcy - Adversary

= Ouery = Reports - Utilities - Logout
File a Claim action:

02-10201 Jason Gould

Docket Text: Final Text

Joint Transfer of Claim. Transfer Agreement 3001 (e) 2
Transferors:Acme Siding(Claim No.10, Amount
10.202.00): Acme Roofing(Claim No.14. Amount
20.000.00) To Acme Paint & Glass Filed by Acme Paint

& Glass. (Attachments: # (1) Transfer of Claim){Ford,
Kathy Creditor)

Adtention!! Submitting this screen commmmits this (ransaction.

Youn will have no further opportunity to modify this submission
if you continme.

Clear |
Figure 14
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Carefully verify the final docket text. This is your last chance to
change this entry before it becomes an official part of the case
record.

Note the description and hyperlink to the attached transfer of claim .

If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be modified.

To abort or restart the transaction, click the Bankruptcy hypertext
link on the Menu Bar.

If correct, click [Next].

STEP 15

The NOTICE OF ELECTRONIC FILING SCREEN will be generated.
(Figure 15).

ZECEF  cvrtey - adversary - auery -

File a Claim action: =
02-10201 Jason Gould

™otice of EFlectronmic Filing

The following transaction was received from Ford, EKatlyy Creditor entered on
2/1 372003 at ©:37 AN EST and filed on 2/13/2003

Case Namme: Jazon Gould

Case Numnbrexr: 02-10201

1D o cuinent MNumnhex: S

Docket Text:

Toint Transfer of Clanmn. Transfer Agreement 3001 () 2 Transferors:Acme Sidings{Clann
MNo.10., Amount 10.202.00):; Acme Roofing(Claim No.14., Amnount 20,000.00) To Acine
Paint & Glass Filed by Acime Pamt & Glass., (Attachments: # (1) Transfer of Clain)
{Ford, Katlny Creditor)

The following docmnent(s) are associated withh this transactios:

Do cmneint description:Main Dyociunent

Original filename:F ' Clerks/lkaf ECF DOCS/MNotice of Transfer podf

Electronic (documanent Stainp:

[STADNP VIBStampy ID=—9383309675 [Date=2/13/2003] [FileMNwuunbe1r=7222-0] [113
MA9Z02e0dl Aot e e S46d5 2 A7 8dazef8640202 0627837 c241960b 63 aboc4ds2Z1d2zc2t
b7 1a9chl97 664411 2a9eS0bef70a0bOcGAOS495001 1048 c28814ada]] e
Do cuanent description: Transfer of Claim

Oviginal filename: F/Clerlca/lcatf BECFEF DOCS/Clain 2. padf

Flectronic documnent Stammge:

[STANMP VTBEStamp ID=9833005675 [Date=2/13/2003] [Filerlumber=7222-1] [4c©
33edbcS451f7503a70a0dl 7915 eb3coafod4s5c7aacb99341 el 3500304009 A7 205dae
TG eaecd4o02fLLA3C4al 008 del 81641l e267 cddeTb22lac2oodaoess]]

0Z2Z-10201 Notice will e electronically anailed to:

02-10201 Notice will mot e electronically mnailed to:

Figure 15
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Step 16: File Amended Proof of Claim

See Section 5 of this manual for instructions on how to file a proof of
claim.

Be sure when entering the claim information in Step 6 the you enter
the earlier claim number in the “Amends Claim” box, and type in the
words “Notice of Transfer of Claim” in the “Description box.
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Withdrawal of Claims

Step 1: Select Bankruptcy on Main menu (Figure 1).

: .‘
UECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout o_

Figure 9

Step 2: Select Claim Actions (Figure 2).

20
Adversary + Query + Reports « Utilities + Logout o

Bankruptcy Events

Claim Actions
Credzior Maintenance...
File Claims

Figure 2

Step 3: Enter the Case Number (Figure 3).

ZEC 2.
UE F Bankruptcy + Adversary + Query « Reports « Utilities +« Logout ?

File a Claim action

Case Number
Jo2-10207 99-12345, 1:99-bk-12345 or 1-99-bk-12345

Nextl Clear |

Figure 3

Click [Next].
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Step 4: Select Event (Figure 4).

| :
File a Claim action

2-10201 Jazon Gould

Transfer of Claim

Mext | Clear I
Figure 4

Select Expungement/Withdrawal of Claim
Click [Next]

Step 5: Select the Party screen appears (Figure 5).

EE F Bankruptcy - Adversary - Query - Reports - Utilities - Logout

File a Claim action:
02-10201 Jason Gould CASE CLOSED on 06/20/2002

Select the Party:

Canney, dohn b 0t Add/Create Wew Party
Gould, Jason [prydb]

Mext I Claar
Figure S5a

A list of all parties who have appeared in the case displays.

Note: Even if your client is a creditor who has previously
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Step 6:

filed a claim, it usually will not appear on this list. The
only parties that appear on this list are those who
have filed a notice of appearance, or a pleading
(motion or responsive pleading).

If your client is listed, click the creditor’'s name to highlight it, Then click
[Next]. Proceed to step 11.

If your client is not listed, click on “Add/Create New Party”.
Search for a Party Screen Appears (Figure 6).

)
‘ F Bankruptcy « Adversary « Query + Reports - Utilities « Logout o

Search for a party
SSN[ Taxma|
Last/Business name [scms]
Search | Clear |

Figure 6

This screen allows you to search the court’s database of all parties who
have ever appeared in any case at any time. You usually will appear in
this list.

The Search for A Party Routine requires searching the master party file
to determine if the party to be added is listed in that file. The most
effective way to search for creditors in the database is to search by name.
To search by name, type the first few letters of a last name or a company
name in the field labeled “Last/Business Name.” You must type at least
two letters, but the more letters typed, the smaller the resulting list will be.
For example, typing “Sm” will retrieve Smith, Smithe, Smithers, etc. The
party search mechanism is case sensitive so that names must be
capitalized. Type “sm” instead of “Sm”and the search result will be: “No
person found.”
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Step 7: The Party Search Results screen is displayed (Figure 7a).

UE F Bankruptcy -+ Adversary + Query + Reports - Utilities = Logout "7=_

Search forr a party

SSN | Tax Ld |
Last/Business mailmne |
Search I Clear I

oty searlch results

Acme bMorgage.
Acme FPaint & Glass,

Select name fram list I Create new par I

Figure 7a

Your name search may find more than one record having the same name.
Clicking on each of the names will display a window showing the party’s
address information for verification. (Figure 7b)

'a fPerson Address} - Microsoft Inl:ern_- t — I 1 I > I

Acmes Paint & Slas=ss

One MNorth Awve .

P.2. Box 221

BEurlington, WT 05402-0%21
L=

Countiy: Chittenden

Figure 7b

Do not worry if your name appears on this list, but at an incorrect address.
You can modify the address (for this case only) on the following Party

Information screen. If the creditor was found, click [Select name from list]
to continue.
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Step 8: Party Information screen appears. (Figure 8).

EE F Bankruptcy =+ Adversary + Query +« Reports « Utilities + Logout
P arty Information
Acme Paint & Glass SSN:Unknown Tax Id
Office | Address 1 [PO Box 558555
Address 2 | Address 3 |
City [Burlingtan State [vT Zip |05402-055555
County | Chittenden =l Country [UsA
Phone | Fax |
F-mail |
ProSe InD 'I Role ICreditDr(cr:cr) |
Party text |
Submitl Cancel I Clearl
Figure 8

Insert or modify your address.

Note: Be sure to change the Role from Debtor to Creditor.

Click [Submit].
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Step 9:

Step 10:

Select the Party screen appears. (Figure 9).

o Je )
UE F Bankruptcy + Adversary + Query » Reports « Utilities « Logout ?

File a Claim action:
02-10201 Jason Gould

Select the Party:
Add/Create New Party

Acme Paint & Glass,
Cannesy. John R[]
Engelberth Construction, Inc. [ptyicr]

Giould, Jason [pty.dhb]

Neﬁ ! Clear |

Figure 9

The name of the creditor you just added will be highlighted.

Click [Next].

Attorney Association screen displays (Figure 10)

UE F Bankruptcy + Adversary = Query = Reports « Utilities » Logout ?

File a Claim action:
02-10201 Jason Gould

The following attormey/party azsociations do not exist for this case.
Pleaze check which aggociations should be created for this case:

¥ Acme Pamt & Glazs, (pty:cr) represented by Ford, Kathy Creditor (aty)
Next | Clear |
Figure 10

Check the box, to establish yourself as counsel of record for the party.
This box appears the first time you file a document on behalf of a client in
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a particular case. You will not have to repeat this step in subsequent

filings.

Step 11: The PDF document screen displays. (Figure 11a).

= ]
Bankruptcy -+ Adversary + Query = Reports - Utilities - Logout _
=

File a Claim action:
02-10201 Jason Gould

Select the pdf docwnent (for example: C:\199cv501-21 pdf).

Filename
|| Browse. .. I

Acttachments to Documment: < No © Yes

Nextl Clear I
Figure 11a

Click [Browse], then navigate to the directory where the appropriate PDF file is
located and select it with your mouse.

To make certain you are about to associate the correct claim file for this entry,
right click on the filename with your mouse and select Open. (See Figure11b.)
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Choose Ffile

Loak in: | I——» ECF DOCS

= = = cF E-

- 3

Eclaim =
Eclalm 3

wlithdrawveal of Claigg
Seleck

Print g

Scan For Wiruses. ..

M Metware Copy.. .

Dpen Wikth 3
Cadick. Wieve Plus
Cuick. Prink

Send To 3

—uk
Copy

EilSinams: [ create shortcat
Files of tppe: ﬁ Crelete
Fenams

=]
=

Open I
Cancel I

e

Properties

Figure 11b

This will launch the Adobe Acrobat Reader to display the image of the claim.

Verify that it is correct.

Close or minimize the Adobe application after verifying the file, then click on the
Open button on the File Upload dialogue box. (See Figure 11c.)

Choose file

Lock ire | 3 ECF DOCS

=l « &= ck E-

2| x|

Eclaim 2
T claim 3

withdrawal of Claim

File name: IWithdrawal of Claim ;I Open
Fil f b B Al Files [*.%] - Cancel
ez ol Ipe I iles _I 1
Figure 11c
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The PDF Document screen will reappear displaying the complete path of the
associated PDF document that was selected. (Figure 11d).

EE F Bankruptcy -+ Adversary -« Query + Reports - Utilities « Logout

File a Claim action:
02-10201 Jason Gould

Select the padf document (for examyple: CH199cvi01-21 pdf).

Filenaine
|F:\Clerks\kaf\ECF DiOCEYWWithdrawal of Cla Browse... I
Adtachments to Docwmnent: < No © Yes

Mext I Clear I

Figure 11d

Click [Next].

Step 12: File a Claim Action screen displays. (Figure 12).

EE F Bankruptcy « Adversary + Query » Reports » Utilities » Logout

File a Claim action:
02-10201 Jason Gould

Enter Claim Number(s): |1 Statug: [Witdraw 7]
Mext | Clear |
Figure 12
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Enter the number of the claim you are withdrawing and select “Withdraw” in the
Status box.

Click [Next].

Step 13: Modify Docket Text Box is displayed (Figure 13).

EE F Bankruptcy + Adversary » Query + Reports s Utilities « Logout

File a Claim action:
02-10201 Jason Gould

Docket Text: Modify as Appropriate.
Expungement/Withdrawal of Claims: 1

[ Filed by Acme Paint & Glass . (Ford,
Kathy Creditor)

INext | Clear |

Figure 13

If appropriate, enter text in the free test box.

Click [Next] to continue.
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STEP 14 The FINAL TEXT EDITING screen will display next (Figure 14)

= >
Bankruptcy -+ Adversary -+ Query » Reports « Utilities » Logout "_55
F

ile a Claim action:
02-10201 Jason Gould

Dochket Text: Final Text

Expungement/Withdrawal of Claims: 1 Filed by Acme
Paint & Glass. (Ford. Kathy Creditor)

Attention!! Submitting this screen commmits this (ransaction.
You will have no finther opportunity to modify this submission
if you continue.

Clear I
Figure 14

Carefully verify the final docket text. This is your last chance to change
this entry before it becomes an official part of the case record.

If the final docket text is incorrect:

Click the browser [Back] button to find the screen to be modified.

To abort or restart the transaction, click the Bankruptcy hypertext link on
the Menu Bar.

If correct, click [Next].
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STEP 15

The NOTICE OF ELECTRONIC FILING SCREEN will be generated and

displayed for viewing (Figure 15).

= c =
UE F Bankruptcy + Adversary + Query + Reports +« Utilities + Logout ?

File a Claim action:
02-10201 Jason Gould

Notice of Electronic Filing

The followmg transaction was received from Ford, Kathy Creditor entered on
2/13/2003 at 10:46 AM EST and filed on 2/13/2003

Case Name: Jazon Gould

Case Number: 02-10201

Document Number: 2

Docket Text:

Fxpungement Withdrawal of Claims: 1 Filed by Acme Paint & Glass. (Ford, Katly
Creditor)

The following document(s) are aszociated with this transaction:

Document description:Main Document

Original filename:F:/Clerks/lat/ECF DOCS/Withdrawal of Claim.pdf
Flectronic document Stamp:

[STAMP VIBStamp ID=983300675 [Date=2/13/2003] [FileNuiJ(lbeF?zlS-O] [244

b3b5224881d4b133d24bel Sbab0379346292bddf497 41 dedotds46a539ababbes7cl e
0724554053d172e21c5b0d87a001435e592bbel d21050134b1b6c39])

02-10201 Notice will be electronically mailed to:

02-10201 Notice will not be electronically mailed to:

Figure 15

|»
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